
In-School Attendance Policy 
 
The following absences are excused: 
 

1. illness of student 
2. observance of religious holiday 
3. court summons (copy of summons required) 
4. death in the immediate family 
5. pregnancy and parenting needs 
6. Motor Vehicle Administration  
7. Lack of authorized transportation (i.e. school bus does not arrive) 

 
Note: Absences for vacations, family emergencies, traffic concerns, and car trouble are unexcused. 
 
Policies and Procedures: 

• Anticipated Absences:  Students who anticipate being absent should bring a note to their administrator at least 24 
hours prior to the absence, e.g., educational experiences, non-MCPS sports, work related school activities. 

• College Visits and Educational Experiences: College visits are excused.  A parental note must be submitted to the 
attendance office at least 24 hours in advance.     

• Dismissal from Health Room:  Students who feel ill during the day must report to the Health Room in order to be 
excused for early departure.  Students dismissed from school by the Health Room must sign out at the Attendance 
Office.  Students must present the Health Room dismissal slip to the Attendance Office.  The Attendance Office will 
enter the excuse into the computer. 

• Early Departure Procedures:  Students will be excused for early departure only by presenting a note to the 
Attendance office before 7:45 a.m.  No student will be excused without a note.  Telephone calls requesting early 
departure will not be honored.  Students will not be permitted to leave without confirmation of note.  Only parents 
and/or persons authorized in writing by parents may pick up a child from school. Parents may designate these other 
individuals on the emergency information card completed at the beginning of each school year. Parents also may send 
the school a note authorizing a specific individual to pick up their child. Schools typically contact parents by 
telephone to confirm such arrangements. Schools will ask the individual to show a photo identification card before 
releasing a student. 

• Excuse Notes:  A note from a parent or guardian is required to excuse any absence.  A physician’s note is required for 
any absence of five or more days due to illness.  Notes regarding absences must be presented to the student’s first or 
second period teacher within three days of returning to school.  It is the standard policy of the Attendance Office to 
verify notes excusing absences, tardies, and early departures by telephoning parents/guardians.  Notes may also be 
faxed to 301-649-2930.  E-mail is accepted if all required information is included. 

• The following information must be on all absence/tardy/early departure notes: 
• Student name and ID number 
• Date of note 
• Date(s) of and reason for absence/tardy/early dismissal 
• Current work and home phone numbers 
• Parent/Guardian name and signature 

• Late Arrival: Students arriving after 8:05 must sign in at the Attendance Office.  A note from a parent/guardian or 
physician/dentist citing an excusable absence (see above) is required to excuse any tardies. 

• Loss of Credit: Students with three unlawful absences in a class will be warned of the possibility of failure and 
receive a letter in the mail.  Students who are unlawfully absent from class five times will automatically receive a loss 
of credit.  Students and parents can appeal the loss of credit with the grade level administrator.  In addition, unlawful 
absences should be considered disciplinary infractions that can result in nonacademic consequences that would range 
from a minimum of a conference to a maximum of administrative detention. 

• Make-Up Work: Upon returning from an absence, students have three days to make-up work missed during the 
period of absence.  Teachers are obligated to assist students in making up work when the absence is excused; 
however, they are not obligated to accept missed work when the absence is unexcused.  It is the student’s 
responsibility to find out what work they missed and to make arrangements for completion within the three-day time 
period following their return to school. 

• Notification: Automated phone calls are made every evening when a student is marked absent from any class 
period.  Information is also available on MyMCPS Portal under the homeroom tab. 

Tardies: Missing twenty minutes of any class constitutes an absence from that class.   
 


